
Make a Request



Make a Request
• Do you need hardware or software?  Do you 

need equipment or access to files?
• Click on the Make a Request option

• Or click on one of the Top Requests listed below



Make a Request
• You can either choose from the menu of Services or you 

can type in the Search, a few words about what you are 
requesting.

• To quickly search for what you are needing, simply type in 
the Search box just above the list of Services.  
• Be sure to NOT type in the Quick Search box.



Examples of Requests to Search

• New Monitor

• New User

• User Access

• Request Software

• VPN

• New iPhone

• Mailbox Size Increase



Make a Request
• Once you have found the item you are 

requesting:
• Please provide a few details about your request

• Provide a Detailed Description
• Provide a good way for us to contact you
• Fill in any additional fields displayed

• Click Submit when finished


